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MEMORANDUM FOR: Director of Personnel 


ATTENTION : Chief, Benefits and Services Division 

STATINTL 
THROUGH : Deputy Director (Support) 5 APR 1962 
SUBJECT : Church Services in the Headquarters Building 


You are authorized to proceed with arrangements for church 
services in the Headquarters building. As you are well aware, this 
should answer the demands for all faiths when there is sufficient 
interest to bring a member of the clergy to the building to conduct 
services during the week on religious days. Would you please keep 
me advised of the progress you make in setting up these arrangements. 


Executive Director 


STATINTL 
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Section 7 


Excused Absences 


General provisions E254 
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GENERAL PROVISIONS 


7-1. An “excused absence” ix an absence ad- 
ministratively authorized or approved which 
does not result in a charge fo any kind of leave 
with pay or in loss of basic salary. Generally, 
there must be legal or regulatory authority for 
an absence froin duty during the basic work- 
week to be excused without charge to leave 
Commanding officers and their supervisory ofh- 


‘cials dre responsible for seeing that all absences 


from duty which may not be properly excused 
under the following provisions or which do not 
clearly serve the best interests of the service, as 
compared to. personal interests of the employee, 
are charged to the appropriate type of leave. 
Excused absences are authorized on an individual 


' basis, except where an installation or activity of 


an installation is closed or « group of employees 


on @ specific project are excused from work (see 


' CPR: H2). 
‘tratively ‘excused from duty on scheduled over- 


While employees may bé adminis- 


‘.. time days, such absences are not within ‘the term 


defined ‘herein; and pay may not be allowed 
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excusing non-United States citizen personnel em- 
ployed outside the several States and the District 
of Columbia, see CPR H2.4-4. Absences on 2 
holidays falling within the regular tour of duty of 
standby employees will be charged to annual or 
sick leave or leave without pay as appropriate. 
When, by administrative order, an employee is 
required to work on a holiday and he fails to do 60, 
the excused absence may be denied; the absence: 
may not be charged to annual or sick leave. 


State or Locat Holidays’ + ' * 


b. Employees may not be excused without. 
charge to leave or loss of pay solely because of 
the occur rence of a State or local holiday. 


‘ Religious Holldays 


c. In consonance with the desires expressed in's 
letter from the Special Assistant to the President, 
dated 15 March 1961, it is the policy of the Depart- 
ment of the Amy to, permit ‘absence, from work 
for employees | who desire to observe religious t holi- 

_ days of their faith, Where circumstances permit 
comminding ‘offiéers } Iaay rearrange. ‘work sched- —- 
ules to provide substifiited work time, Otherwise, ae 
the absence ‘will be charged to annual Teave or if 
no leave i ig. available, to leave without pay. Where 
it ‘is: -possible to rearrange work achedules, en- 

C63.g "NO have, religious convictions against 
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commanding officers are authorized to “excuse” 
any employes without charge to leave or loss of 
pay to the extent indicated in each case. 
Appeals 

a. Time required in. appearing before any ap- 
peals board or commities at the installation will 
be excused absence from duty without charge to 
leave or loss of pay. Absences from duty for 
attendance at any other hearings, except on the 
installation’s behalf, are.a charge against annual 
icave or leave ‘without pay. Except as provided 
in CPR E2.2-5, the development and documenta- 
tion for an employee's appeal must be done on his 
own time. 


Brief Periods of Absence and Tardiness 


b. In ordinary circumstances, tardiness and un- 
avoidable or necessary absences from duty.of less 
than 1 hour are either excused for adequate rea- 
sons, or handled administratively by requiring 
additional work. Such absences also may be 
charged against any compensatory time the em- 
ployee may‘have to his credit as a result of irreg- 
ular overtime previously worked. When em- 
ployees are chronically tardy or otherwise absent 
from duty without adequate excuse, such absences 
and tardiness may be charged to annual leave, 
leave withdut pay or AWOL, as appropriate, or 
may becotie the basis for disciplinary action. In 
the event a chatge is madé against annual leave, 
it must be in muiltiples of 1 hour. The employee 
may not be required to work during the additional 


period covered by thé charge against his annual 


leave or leave ‘without pay, 


Civil Service Ewaminations and Other Tests 


o. Employees taking nontompetitive examina/ 
tions for promotion at-the request of the employ- 
ing installation, those! tdking examinatiois ‘for 
their present jobs, including reexamination, and 
those participating in- desta administered under 
the merit promotion program will be granted time 
of without charge’ Ipave for the Lima. noc- 
essary $0 cimplete théie: : Absence for 
the purpose of taking’ any other examinations 


must be charged to annual leave or leave without 


pay. 
: ‘Conwentions and, Conferences 


d. Employees may be excused to pitend con- 
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ferences or conventions without loss of pay or 
charge to leave whenever it is determined that 
such attendance will serve the best interests of the 
Government. Affirmative determinations should 
be reserved to those situations where the em- 
ployee is designated as an official representative, 
or where a direct relationship between items on 
the agenda and the employee's official duty 
assignments make it necessary or desirable that 


he attend. Excused absence will .always -be 


afforded individuals authorized to attend con- 
ferences or conventions in accordance with CPR 
T3.2-13, and also may be extended to employees, 
who otherwise attend at no expense to thé Gov- 
ernment. (because of the fact that no travel is 
involved or sufficient funds are not available), 

This provision is not.to be interpreted ag author- 
izing reimbursement of registration fees and other 
expenses of attendance at conferences and con- 
ventions, Such payments aro governed solely by 
the provisions of CPR T3.2-13. Employees may 
not be excused to attend conferences or conven- 
tions which do not have a direct relationship to 
official assignments (for example, mectings of em- 
ployee or veterans’ organizations), but absence 
for this purpose should be authorized to the 
maximum extent - permitted by | work condI- 
tions. Such absence will be charged either to 
annual leave, if ‘available, or to eave 
pay, as appropriate. 


~ [nehs ‘Cadeda by ‘Rebiet Lyi of a P 
Immaunizat 

é. When an employee’ is’ ‘eo because of ill- 

ness resulting from admitiistratively required vac- 
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service will be considered duty time. Employees 
also will be excused for chest X-rays required in 
the Washington,.D.0., metropolitan area. * (In 
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